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Introduction

Grants.gov is designed to enable grantors to create funding opportunities and for
organizations to find and apply for federal grants. With electronic access to more than
1,000 grant programs offered by all federal grant-making agencies, Grants.gov
leverages the power of the Internet to streamline your grant acquisition process.

This user guide helps grantors register with Grants.gov. After registering, refer to the
Grantors tab in Grants.gov for more information and resources.

Global Banner and Footer

The Global Banner and Footer are displayed on every screen of the Grants.gov
website. The Global Banner contains the Grants.gov logo, common links that will
change whether the user is logged in or out of the system, a navigation menu, and a
Global Search box to look up Grant Funding Opportunities and site content information
by keyword.

The following figure displays the Global Banner links and menu from a public view or
when a user is not logged in.

MANAGE SUBSCRIPTIONS | REGISTER | LOGIN
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The following figure displays the Global Banner link and menu when an Individual
Applicant, Organization Applicant, or Grantor is logged in. The common links at the top
of the Global Banner change to include Change Password and Manage Profile links.

MANAGE SUBSCRIPTIONS | CHANGE PASSWORD | MANAGE PROFILE | LOGOUT
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The Grants.gov Footer provides links to RSS Feeds, XML Extract, and external Grant-
related sites —the Grants.gov blog, Twitter page, and a link to Adobe Reader. The blog,
Adobe Reader and Twitter links direct you away from Grants.gov and open these sites
in a separate browser window. Grants.gov will remain available in its current browser

session. The footer also provides the Grants.gov phone number and IT Support email.

CONNECT: | W) Twitter . RSS ) XML Extract [ Biogger M Get Adobe Reader GRANTS.GOV

HEALTH & HUMAN SERVICES: HHS.gov | FOIA | NoFear Act  Accessibiity = Privacy | Site Map 1-800-518-4726

COMMUNITY: USA gov | Whitehouse.gov | USASpending.gov | SBA.gov | FSRS.gov | SAM.gov | DUNS Request suppori@grants. gov
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Grantor Registration

The Grantor must register in order to perform Grant-making functions. To register, click
on the Register link in the upper-right side of the Grants.gov Global Banner.

Note: Please remember that the system will prevent you from continuing the registration
process if a session is already active for your browser.

MANAGE SUBSCRIPTION
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The Register link directs the user to Register screen; select the Register as a Grantor
Agency button.

Individual Applicant & Organization Applicant _. Grantor Agency
. [ Register as an individual applicant to apply for grant q Register as an organization applicant to apply for ]_l\- Register as a federal award-making agency
L opportunities on your own behalf When applying, ! grant opportunities on behalf of an organization. A A0 representative to post and manage funding
ensure the opportunity is open to individuals DUNS Number and SAM registration are required. opportunities on Grants.gov.
Learn about the Individual Registration process » Learn about the Organization Registration process » Learn about the Grantor Registration process »

Register as an Individual Applicant » Register as an Organization Applicant » Register as a Grantor Agency »

The user is directed to the Grantor Registration screen. Complete the required fields
including the Agency Code. This can be obtained from your Agency’s Point of Contact
(POC) located under the Grantor Resources link. Please note that password
requirements have recently been enhanced. When you have filled out the registration
form, click the Continue button.

GRANTOR REGISTRATION

Flease enter your information below.
+ Required fields are denoted with an asterisk (*).
+ The following special characters are allowed: guestion marks, periods, dashes, underscores, and @ symbol (Password is not subject to these restrictions.)

* First Name: MI: * Last Name:
* Job Title: * Agency Code:
* Telephone: * Email:

* Secret Question:
* Secret Answer:
* UserName:
* Password: * Confirm Password:

Your password must contain at least eight (8) characters including: at least one (1) uppercase letter (A-Z); at least one (1)
lowercase letter (a-z); at least one (1) number (0-9); and at least one (1) special character (e.0. ! @ # 5 % * & *).

Continue
e

You will be asked to confirm your registration and have the ability to edit the information.
To edit, click the Edit button. You will be directed back to the Grantor Registration
screen and will be required to enter your password again. To confirm your registration,
click the Submit button.
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GRANTS.GOV Register Grantor Registration
Please review the information entered below. If you would like to make changes, click the Edit button on the bottom ofthe page. If the data entered is correct, please click the Submit button on the bottom of the page
First Name: Grantor

MI:

Last Name: Representative

Job Title: Grant Manager

Agency Code:

Telephaone: 555-555-5555

Email: agency@example.com

Secret Question

Secret Answer:

UserName

Edit Submit

You will receive a confirmation message that you are successfully registered. Click the
Continue button.

GRANTS.GOWV Register Grantor Registration
You are successfully registered.

First Name: Grantor

M

Last Name: Representative

Jaoh Title: Grant Manager
Agency Code:

Telephone: ARE-BEE-BEER

Email: agency@example.com
Secret Question:

Secret Answer:

UserName:

Continue

Your Agency POC will receive the following email notifying that you have registered with
their agency. The POC will assign you the appropriate roles.

From: DoNotReply@grants.gov [DoNotReply@grants.gov]
Sent: Wednesday, July 17, 2013 11:59 AM

To: Agency POC

Subject: Grants.gov New User Enrolled

Dear Agency POC, Agency Name:

A new Grants.gov user, John Doe, has enrolled in your agency. If you have any questions please contact
your Program Advisor at Grants.gov.

Thank you.

Grants.gov

If you need assistance please contact the Grants.gov Program Advisor assigned for your specific agency.

http://www.grants.gov/web/grants/outreach/program-management-office.html

PLEASE NOTE: This email is for notification purposes only. Please do not reply to this email for any
purpose.
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Grantor Login

The Grantor must log in to access Grant-making functionality. To log in, click on the
Login link in the upper-right of the Grants.gov Global Banner.

3
MANAGE SUBSCRIPTIONS FIEG\STE
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The Login screen will appear, and you will need to select the Grantor account type tab.
Log in with your username and password to continue.

GRANTS.GOV ) Login

LOG I N Register as a New User »

Select Account Type:
Grantor Login

The grantor system is where agency users publish grant opportunities, create new grants, synopses, modify and
delste application packages and retrieve grant applications packages and much mere. Grants.gov has developed a
Granter Resources page to help you use the grantor system. [T you do not have a usermame and password, please
visit the new Grantor sign-up to begin registration

USERNAME: | |

PASSWORD: | |
(Case Sensitive)

LOGIN

Change My Password
| Forgot My Username
| Forgot My Password/Unlock My Account

Warning Notice!

This is a U.S. Government computer system, which may be accessed and used only for authorized Government business by authorized personnel. Unauthorized access or use of this computer system may subject
violators to criminal, civil, and/or administrative action.

All information on this computer system may be intercepted, recorded, read, copied, and disclosed by and to authorized personnel for official purposes, including criminal investigations. Such information includes sensifive
data encrypted to comply with confidentiality and privacy requirements. Access or use of this computer system by any person, whether authorized or unauthorized, constitutes consent to these terms

NOTICE: The Grants.gov system contains personally identifiable information (PIl) and proprietary business information that should be disseminated only to those within your agency, organization, or to individuals with a
need to know the information in the course of their official duties. Such information when output in any form from the Grants.gov system must be handled and protected in accordance with applicable federal laws and
Executive Orders (including Executive Order 13556 of Movember 4, 2010, Controlled Unclassified Information and its implementing guidance), as well as agency directives, policies, regulations, standards, and operational
requirements.
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After successfully logging in, you will be directed to the Grantor Center screen. Based
on your assigned roles, the Grantor function links will display on the left-hand side of the
screen. The figure below displays the Grantor Center screen for a Grantor without any
assigned roles.

GRANTS.GOV ) Graniors

GRANTOR CENTER

- ~

WELCOME: WELCOME TO THE GRANTS.GOV GRANTOR CENTER.

Agency Code Depending on the level of access granted by your Agency Super User, this is where you can manage your profile, run reports, view and refrieve submitted
applications. For Grantor information please visit the Grantor section of Grants.gov. If you have any issues or guestions please contact your agency
representative on the PMO staff.

RELEASE:

Version: R14.1
Date: 03/24/2015

GRANTOR RESOURCES

» Grantor Tools & Tips

» Grantor FAQs

» Grantor Standard Language

» Submitting UTF-5 Special Characters
» Grantor Help

» Grantor User Guide

This figure displays the Grantor Center screen for a Grantor who has all assigned
roles. This Grantor can view and access the reports for Recently Published
Opportunities, Recently Closed Opportunities, and Recently Submitted Applications.

HOME LEARN GRANTS SEARCH GRANTS APPLICANTS GRANTORS >  SYSTEM-TO-SYSTEM FORMS QUTREACH SUPPORT

GRANTS.GOV ) Grantors GRANTOR MANAGEMENT GRANTOR OPPORTUNITIES
GRANTOR CENTER » Manage Agency Users » Manage Opportunities
» Set Agency Level » View Closings Calendar
- ~ » Create Agency
WELCOME: RECENTLY PuBLIS! g s
Agency Code: Ful | Number of o
CFDA [Grace Period Applications
GRANTOR TEMPLATES GRANTOR APPLICATIONS
00000 | 03182015 ) - 3
RELEASE: Y Manage Application Package » Retrieve Submitted Applications
Version: R14.1 00.000 03272015 Templates » View All Submitted Applications ]
Date’ 03/24/2015 Assign Ageney Tracking
s J 01082015 * Number/Notes 0
p . 00.000 | 03102015 0
GRANTOR MANAGEMENT 00.000 | 03062015 0
» Manage Agency Users 00.000 | 031620158 GRANTOR REPORTS GRANTOR RESOURCES 0
» SetAgency Level 00000 | 031620150 » Submission Repart » Grantor Tools & Tips 0 .
» Create Agency » Applicant Report » Grantor FAQs
» Modify Agency » Organization Report » Grantor Standard Language
GRANTOR OPPORTUNITIES » Rejection Report » Submitting UTF-8 Special Characters CrEmkEs
» Manage Opportunities = » Published Opportunities Report » Grantor Help NurEer o B
un = umber of
Audit Report "
» View Closings Calendar EEDA " P Bacelancd Applications
GRANTOR TEMPLATES 00000 | D2102015-LB-FNF FNF 2015-04-05 i 0
» Manage Application Package 00.000 | D2182015-KJ-PACK RR 2015-02-18 2015-04-03 0 1
Templates 00.000 | 03262015-TL-1 sP 2015-03-26 20150401 | D 0
GRANTOR APPLICATIONS
00.000 | D3162015-TL-3 sP 2015-03-16 2015-04-01 0 0
» Retrieve Submitted Applications
» View Al Submitted Applications 00.000 | 03162015-TL-3 sP 2015-03-16 2015-04-01 0 0
» Assign Agency Tracking 10.001 | 02122014-TG-1 02122014-TG-3 2014-02-12 2015-03-31 5 1
Number/Notes 10001 | 03042014-TG-2 03042014-TG-2 2014-03-04 2015-03-31 i 0

GRANTOR REPORTS

» Submission Report RECENTLY SUBMITTED APPLICATIONS (TOP 25): View Report »
» Applicant Report

i - - "
» Organization Report CFDA Fund";f Opbporlumty Competition ID | Grants.gov # Date/Time Received DUNS Status Agency Tracking #
» Rejection Report LI L2y
» Published Cpportunities Report 04022015-8A-1 CRANT10580284 | APT 07 2018 08:37:35 | 0000000000000 | validated
» Audit Repart AMEDOT
GRANTOR RESOURCES 04032015-SA-1 GRANT10580283 | APr07. 2015 08:34:01 | yonanapapiNDy | validated
AMEDT

» Grantor Tools & Tips
» Grantar FAQs 04032015-SA-1 GRANTI0s80262 | SPF 152015 085392 | y000000000000 | valivated
» Grantor Standard Language
» Submiting UTF- Special Characters 04032015-SA-1 GRANT105a9201 | APF 0% 2015 0BB53 | nonnonnoonann | valicates .
» Grantor Help

4 »

» Grantor User Guide
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Change My Password

Grants.gov requires you to update your password every 60 days. If you want to update
it before the 60 days, you can do so from the Grantor tab of the Login page. Click on
the Change My Password link.

MANAGE SUBSCRIPTIONS | REGISTER | LOGIN
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GRANTS.GOV ) Login

LOGIN Register as a New User »
Select Account Type:
Granlor Login

The grantor system is where agency users publish grant opportunities, create new grants, synopses, modify and
delete application packages and retrieve grant applications packages and much more. Grants gov has developed
a Grantor Resources page to help you use the grantor system. If you do not have a username and password
please visit the new Grantor sign-up to begin registration

USERNAME:
LOGIN
PASSWORD:

(Case Sensitive)

Change My Password
| Forgot My Username
| Forgot My Passward/Unlock My Account

If you are logged into the system, you can also update your password by clicking on the
Change Password link in the upper-right corner of the Global Banner.

Both links will direct you to the Change My Password screen. You will be prompted to
enter your username, current password, new password, and confirm the new password.
Then click the Submit button.

GRANTS.GCV ) GrantorLogin j Change My Password

CHANGE MY PASSWORD

USERNAME:

CURRENT PASSWORD (case sensitive):

NEW PASSWORD (case sensitive):

CONFIRM PASSWORD:

SUBMIT

Your password must contain at least eight (8) characters including: at least one (1) uppercase letter {A-Z); at least one (1) lowercase letter (a-z); at least one (1)
number (0-9); and at least one (1) special character (e.g.! @ # $ % ~ & *).

| Forgot My Password/Unlock My Account
| Forgot My Username

Once you have successfully changed your password, you will receive a message “Your
password has been changed successfully. This password is valid for the next 60 days
and will expire if you do not change it before the expiration date.” You will also receive
an email notification of your password change.
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I Forgot My Username

In the event that you forget your username, you can obtain your username from the
Grantor tab of the Login page. Click on the | Forgot My Username link.

MANAGE SUBSCRIPTIONS | REGISTER | LOGIN

SN les M Grant Opportunities ¥ Enter Keyword GO
[ =
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GRANTS.GOV ) Login

LOGIN Register as a New User »
Select Account Type:
Grantor Login

The grantor system is where agency users publish grant opportunities, create new grants, synopses, modify and
delete application packages and retrieve grant applications packages and much more. Grants.gov has developed
a Grantor Resources page to help you use the grantor system. If you do not have a username and password,
please visit the new Grantor sign-up to begin registration

USERNAME:
LOGIN
PASSWORD:

(Case Sensitive)
Change My Password

| Forgot My Username
| Forgot My Password/Unlock My Account

You will be directed to the | Forgot My Username screen. You will be prompted to
enter the Email and Agency Code you used when you registered with Grants.gov. Once
you have entered the email and Agency Code you used when you registered with
Grants.gov, simply click the Submit button.

GRANTS.GOV ) Grantor Login ) [ Forget My Usemame

I FORGOT MY USERNAME

Flease enter your email and agency code below and follow the prompts you will receive an email with your username.

Send me my Username
Email
Agency Code

Submit

Back to Login
| Forgot My Password/Unlock My Account

If you don't have a username and password, please visit the new grantor sign-up page to begin registration.
Grants.gov has developed a Grantor Resources page to help you use the grantor system.

After clicking the Submit button, you will see a message stating “An email was sent to
your mailbox.” Check the email account associated with your Grants.gov username to
confirm you received the email with your username in it.
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I Forgot My Password/Unlock My Account

In the event that you forget your password, you can obtain a new password from the
Grantor tab of the Login page. Click on the | Forgot My Password/Unlock My
Account link.

MANAGE SUBSCRIPTIONS | REGISTER | LOGIN
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GRANTS.GOV ) Login

LOGIN Register as a New User »

Select Account Type:

APPLICANT GRANTOR EBIZ POC

Granlor Login

The grantor system is where agency users publish grant opportunities, create new grants, synopses, modify and
delete application packages and retrieve grant applications packages and much more. Grants gov has developed
a Grantor Resources page to help you use the grantor system. If you do not have a username and password
please visit the new Grantor sign-up to begin registration

USERNAME:

LOGIN
PASSWORD:

(Case Sensitive)

Change My Password
| Forgot My Username
| Forgot My Passward/Unlock My Account

You will be directed to the | Forgot My Password/Unlock My Account page. Enter
your username and click the Submit button.

GRANTS.GOV % Grantor Login % | Forgot My Password/Unlock My Account

I FORGOT MY PASSWORD/UNLOCK MY ACCOUNT

If you have fargotten your passwaord, enter your username and click on the Submit button to reset your passward.

Password Reset

USERNAME:
SUBMIT

Grantor Login
| Forgot My Username
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You will be directed to the page to reset your password. Enter the answer to your secret

guestion that you created when you registered your account. Then click the Submit
button to reset your password.

GRANTS.GOV % Grantor Login % | Forgot My Password/Unlock My Account

I FORGOT MY PASSWORD/UNLOCK MY ACCOUNT

Enter the answer to your secret question and click on the Submit button. Or use the Forget Your Secret Answer link to email a new password.
Password Reset

USERNAME:

SECRET QUESTION:

SECRET ANSWER:
Forgot Your Secret Answer?

SUBMIT

Grantor Login

Once your answer is validated, you will be directed to enter a new password. Enter a

password and then enter it again in the confirm password field and click the Submit
button to save the new password.

GRANTS.GOV % Grantor Login ) [ Forgot My Password/Unlock My Account

I FORGOT MY PASSWORD/UNLOCK MY ACCOUNT

Resetyour password below. Please remember that when you enter your new password itis case sensitive.
Password Reset

USERNAME:

SECRET QUESTION:

SECRET ANSWER:

ENTER NEW PASSWORD: CONFIRM PASSWORD:

Your password must contain at least eight (8) characters including: at least one (1) uppercase letter (A-Z); at least one (1) lowercase letter (a-z); at least one (1) number
(0-9); and at least one (1) special character (e.g.! @ # $ % ~ & *).

SUBMIT

Grantor Login
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Managing Agency Users

Grantors with the appropriate roles can reassign roles, view a user profile, and
deactivate agency users. To manage agency users, from the Grantor menu or the

Grantor Center page, select the Manage Agency Users link. Use the Search By box to

search and view a list of your agency users. This screen displays the users currently

registered with the agency that you represent. Click on the row of the specific user and

this will enable the Reassign Roles, View Profile and Deactivate User buttons.

GRANTS.GOV % Grantors % Manage Agency Users

MANAGE AGENCY USERS

Export Data Search By
'
i& $ All '

| Reassign Roles | | View Profile | | Deactivate User |

1-25 of 309 Records | 234568910 e || Bl
UseriD % Last Name « First Name % Account Status %

Agency01152014 01152014 Agency ACTIVE

Agency01242014 01242014 Agency ACTIVE

Reassigning Roles

To reassign user roles, select the row of the specific user. Then click the Reassign
Roles button. You will be directed to the Reassign User Roles screen.

REASSIGN USER ROLES

User Name: "Account, Test"
User ID: GG-grantoraccountd

Remaining Roles Current Roles:
~ | |Agency Template Creator
Manage Synopses

Agency Tracking Number/Notes
Assigner

Manage Packages

1« | [View Applications
Manage Agencies
Agency Report Viewer
Agency Grant Refriever

O

I have verified the identity of this user and their authority to be assigned the above rolg
proprietary information in grant applications, and that users assigned the Manage Age
and revoke these roles when they are no longer needed.

| Continue | ‘ Cancel Reassign

GRANTS.GOV 14.1
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The Remaining Roles field lists the roles that have not been assigned to the user. The
Current Roles field lists the roles which are currently assigned to the user.
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